
 
 
 
 
Advanced Search 
 
Search for a specific group of users (e.g. students, professors, advisors) and then optionally perform 

some action for them.  

You can toggle between the Advanced and Simple search by clicking the Switch To... button under the Search for 

Students heading. When you first click on the Search tab, Navigate defaults to the Simple Search. With the simple 

search, you only have the option to search by Keyword. This search will only allow you to search a specific 

character (or group of characters in the users name), classification and/or category. The Advanced Search, as 

shown below, gives users a chance to search for a wide variety of other options such as First Name, Last Name, 

Cum. GPA less than, and many more. Once you have entered your search criteria, click the Search button. 

 

 

 
Additional Filters 

1.          My Students Only - Search only students assigned to you. Advisor assignments can be direct, 
                        one-to-one assignments or indirect major or category assignments. Tutors most commonly have        

direct, one-to-one student assignments. Students are assigned to professors based on their course            
rosters. 

2. At-Risk Students Only - Limit search results to students who have the At-Risk indicator on their 

student record. 

3. Include Inactive - By default, the search results only display users who are active in the 

currently selected term. Checking this box includes students from past terms as well. 

Worklist Creation 

Saved Search: To save a worklist, click the save button in the upper left hand corner of the page and you will 
be prompted to save your worklist. This will create a dynamic list of results that consistently matches your 
search criteria.  All saved searches can be accessed through the Saved Searches drop down on the upper right 
hand side of the Advanced Search page. You can also see the results of your Saved Searches on the Advisor 
Home by switching from Assigned Students to a specific Saved Search or by navigating to the Lists & Searches 

icon under the Search icon. 

 



 

 

 

Watch List: The alternative to a Saved Search is to create a Watch List, which is a static list of students. If 

instead of having a list of students that meet certain criteria, you want a list of the same group of students to 

keep track of then create a Watch List. From the search results, select the students by the box beside their name 

and then select Watch from the Actions dropdown. Students can either be added to an existing Watch List or a 

new one can be created. 

Upload a Watch List: If you are not building your watch list from search results then navigate to the Lists & 

Searches icon. In the Actions dropdown under Watch Lists is the option to upload a watch list from 

an external spreadsheet. There are step by step directions for the upload process once chosen. 

 


